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1. Comaidershle clerical time sad offort vae regently spent to
obdadn infermation o the Wilisation of pumeh card mechines, booi~
W,mtwmmemmm 88
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Aspoaiing Office o to the Gsaernl Services Adminisbraticn far sub-
niseion to the Chatrmen of the House Appropristions Comsittes,

2, In additico to statistical da we were required to report
o the following: e

8. The praper uWilisation of the equipment.

be Dhe sassgerisl contyols exercised over the reguisitiocn
snd uee of the sguipoent.

Ss The extemt to which machine instellations were consoli~
dated snd the rompcoa,; vhere applicshle, for separste installations.

3+ Omp wtilisation of punch ¢ard sad bookbesping equipment is very
mmm::mmwmmmwwmnmm
soordiaation was vested in Drgenigstion & Methods Service, nevertheless,
wm;mrmwmwmmmmm
issvance of sunitedble instruetions.

k. It is sugpested s regulation be issued covering the following

~ Smers)
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emept equipment for the Beprod
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(1) The sgtablishing of all new punch cerd or bockkeeping
nachine installigtions must be apyroved by the Organization &
Nethods Service, Specifically, the control snd coordinated upe
of punched-¢card equipment may be cbiained by:

(a) Mequiriag all requisitioms for edditional units
of equlpueut, replacement of cne type of machine by anothber,
and aotices to dlmcontinue installed units, to be approved
by Organiszation & lethods Service,

{») Upon receipt of a requisition for an additional
unit Organisation & Metheds would firet, cheek the current
utilisstion of the requisitioning ingtallation and that of
other instaliations to determine whether the vequisition
cold te £1lled by transfer.

(e) Bwquests to replmce ane type of machine wit:
aacther would be investigated to determine the need for
such replacement, to avold replacements besed only upon
the desire $o acquire s newer type of equipment.

(4) Upon notice to dlscontinue & unit of eguipment
& reviev wold be made to determine 1f the same type of

unit is abott to be requisitioned by ancther installation.

If so, the unit would be trensferred rather than discontinued.

(2) The establishing of e standard procedure for recurding,
wmuﬁm,mmrmwmmuwmtmmmm

(3) The establishing of a guarterly utilization report to
asaist in determining need for nev eguigment and to cnable us
to quiekly resposd to futwe reguests for reports to Congress
or Exseutive Agsmcies.

These machines are very expensive and can only be Jjustified on
basls of special wse. Organtsetion & Nethods will therefcre estab~
iish standaxds vioich must be met to justify the use and determire if
sk work gamnot bo performed oo equipsent already instelled in
th@:m. Organdzation & MHethode Servige 1s having
the isformstion reilstive to use of electrical typewriters recarded
o P cards and will make » thovough sbalysis of use of each

3 the resulis of tbls moalysis will be furniehed to your
office so that you may determine if a further investigation should
be sade. The inforustion alresdy oo band Indlostes there is ax
excensive mmber of mechines in use and on stock.
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toei SMEL & regulstien esdolying this poiicy snd & draft of the exmpanded

fungtions

W, L, FEEL
0WM/WLPiee (13 November 1953)
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